Ex 1: Types of meetings: Match the types of meetings with their 
descriptions 


1{_|progress 
2{_] brainstorming : eee” 


at 4 6[_| board 
4 a 
[]sharehold i, 
3Ls areholder steam 
(] kick-off ee 


7 oe 


a) People who work in the same department have this type of meeting 
regularly. 
b) This is a meeting o f a company's most senior managers. 
c) If you need new ideas you have this type of meeting. 
d) This is a meeting for a company's investors. 
e) At this type of meeting you talk about what has been accomplished on a 
project. 
f) This type of meeting is held at the beginning of a project 


Ex: Complete these sentences 


1 The meeting leader is called the 


2 A well-organized meeting will have an - that's a list of topics 
(often called ) that will be discussed. 
6 goals and time limits, to the agenda, and 


knowing how to refocus, are key components of an effective meeting. 


4 In some meetings, one person keeps notes that will be the official record of the 
meeting - these are called the meeting 


5 Some meetings use a formal system of voting, in which a decision is made if it 


receives the (more than 50%) of the votes. Other 
meetings use a less formal system of decision-making, aiming for the group to 
come toa (a general agreement). 


Ex 2: Match the descriptions with the items on the formal meeting 
agenda. 


a ) It stands for any other business, when issues which are not on the 
agenda can be discussed. 

b) These are the main points for discussion at the meeting. 

c) This is when the notes of the last meeting are checked for accuracy. 

d) This is the point in the meeting when the chairperson reports who is not 
able to attend. 

e) This is when any issues relating to the last meeting are discussed. 


Agenda 


Board meeting — 
Wednesday, 13°° November 


1 Apologies | 
2 Minutes of the last meeting | | 
3 Matters arising from the minutes 


Review of IPO action plan 
Redesign of corporate image 
Post-IPO investment proposals 


Ooms 


7 AOB 


Ex : Match these words to their definitions below: 


chairperson agenda item minutes 
AOB consensus venue 


1) a list of subjects to be discussed at a meeting 
2) a person who is in charge of a meeting 
3) an official written record of what is said and decided at a meeting 


4) an abbreviation for ‘any other business’; the time during a meeting when 
people can discuss things that were not on the agenda 


5) a place where a meeting is held 
6) one of the subjects to be discussed at a meeting , written on the agenda 


7) agreement between all the people at a meeting 


Ex 3: Match these nouns to the verbs below to get collocations: 
agenda meeting minute-taker minutes’ consensus 
1 circulate /draw up an / the 

2 reacha 

3 appoint a/the 

4 


arrange / schedule/ put off or postpone/ cancel / attend / chair a 


5 take the 


Ex 4 : find the verbs that mean the same as : 


a) to hold a meeting at a later time or date than originally planned 
b) to have a meeting 

c) to organize a meeting 

d) to lead a meeting 

e) to decide not to hold a meeting and to tell people this 

f) to go to a meeting 


Ex 5: Use the verbs to complete the sentences ( 1-6). 


1) If Peter can't get here by five, couldn't we just our meeting 


and have it early 
next week instead? 


2) Could you a team meeting for next Wednesday at 4 p.m.? 


Ask Neil Cross if he can attend and book one of the large meeting rooms. 


3) We've decided to the meeting. Instead, could you just email 


me your comments? 


4) I have to a lot of meetings and spend a lot of time talking 


about work. 

Unfortunately I often don't have enough time to actually get on with my 
work. 

5) It's important that the team knows about these changes. Let's 


a meeting and give everyone the details. 


6) I'm going to our meeting this morning so I’ll be making sure 


that we stick to the agenda and that we finish on time. 


Making Arrangements for a meeting 


Email Invitation: 

Ex 1: Read the two emails and answer the questions 

1 Which meeting is more formal? 

2 Which meeting asks for the points to be discussed? 

3 Which meeting gives indication of how long it will last? 


4 Which meeting do you need to attend? Which meeting will take place 
virtually? 


5 Which invitation states who will chair the meeting? 


Email 1 


I am just emailing to see if you are available on the 22™ March to have a 
teleconference with the sales team who are visiting us from Singapore. It 
should only take an hour at the most but it would be great if you could find 
the time. Let me know. Please find attached the agenda and the minutes 
from the previous meeting. Mr Hammond will lead the meeting. 


Email 2 


We have scheduled the next brainstorming meeting for 2 pm on Thursday 7" 
October. I have booked the conference room. I hope this is convenient for 
everyone. Please send me any items you would like to be included on the 
agenda by Monday 4" at the latest. Looking forward to see you there. 


Ex 2: Complete the gaps with a suitable word 


I am emailing to see if you are to meet at 11.30 next 
Tuesday. I have the meeting room on the fourth floor. I 
realize it is short notice but everyone’s are busy. It should 
only one hour at most. I hope it is for you. I 
have attached the from the previous meeting. If you would 
like any to be one the agenda, please let me know by Friday 
afternoon. 


Structuring a meeting 


Ex 1: Write in order these steps describing the way a meeting is 
normally held: 


a) Giving Apologies for Someone Who is Absent 
b) Moving Forward / Introducing the Agenda/ Stating the aims 
c) Welcoming and Introducing Participants 


d) Suggesting and Agreeing on Time, Date and venue for the Next Meeting 


e) Allocating Roles (secretary, participants) / Agreeing on the Ground Rules 
for the Meeting (contributions, timing, decision-making, etc.) 

f) Stating the Principal Objectives of a Meeting 

h) Closing the Meeting 

g) Reading the Minutes (Notes) of the Last Meeting 


Introducing / Starting a meeting: 


Ex 1: Put sentences (1- 13) under the correct heading in the table 


Welcoming | Introducing | Reporting | Stating the Starting 
participant someone apologies aims the meeting 
Ss 


1 Our main goal today is to talk about the sales conference next month. 

2 I have apologies from Cathy Robert and Stuart Johnson. 

3 Iam glad you could all make it today. 

4 This is Edward Lincoln, one of our management consultants. 

5 I really appreciate you all for attending today. 

6 By the end of this meeting, I'd like to have a final decision on reducing 
marketing costs. 

7 I've called this meeting in order to look at the new advertising campaign. 
8 Can we get started? 

9 Unfortunately, June Wright wasn't able to make it today. 

10 So, let’s begin. 

11 It looks like everyone is here today. 

12 We have a lot to cover today, so we really should begin. 

13 I know most of you, but there are a few unfamiliar faces. 


Ex 2 : Use the set of notes and prepare an introduction to a meeting 


Important reminders 


* objectives of meeting: finalize 
plans for next year’s sales 
conference 

* introduce Harry Finch from our 
event management agency 

* apologies: Jill Cooper (holiday) 
and Bob Culbert 


(training course) 


Ex 3: Match up the phrases you might use in a meeting. 


1) I have received two 
agenda? 
2) Has everybody received 


3) If we can’t agree, I think we should take 
for absence. 


4) It’s getting late, so I propose we close 
5) I think this would be a good time to break 
6) We have lots to discuss, so let’s stick to 


7) It’s five past nine, so I’d better open 
tracked. 

8) Can we start by approving 

business. 

9) We seem to have reached 

10) That’s interesting, but I think we’re getting 
11) I'll just give out this 

decision. 


12) Before we finish, we need to deal with 
of the last meeting? 


13) It looks like we've covered 
think we'll wrap this up. 


14) If no one has anything else to add, 
items on the agenda. 


a) a copy of the 


b) the meeting. 
c) apologies 


d) the agenda. 
e) a vote. 

f) for lunch. 

g) side- 


h) any other 


i) handout. 
j) the meeting. 
k) a unanimous 


1) the minutes 


m) then I 


n) the main 


Ex 4: Complete these expressions 


1) Could we a meeting for next week ? 

2) Ilook meeting you then. 

3) 1 I have another appointment at that time 

4) I have from Cathy and Stuart who cannot attend for 


health reasons. 


5) I've called this meeting look at the new advertising 
campaign. 

6) Unfortunately, Steven wasn't able to today. 

7) Are you saying that we _ should the meeting, and 


a teleconference instead ? 


8) Do you feel we should the conference until next year ? 
9) Could I just you there? I don’t quite follow you. 


10) A: we are looking for new and creative ideas to make your product 
attractive to customers. 


B: hiring a design agency. 

Cr our staff acquire new marketing skills 
11) Could I here? Perhaps, we could increase our retail 
shops. 


12) If no one has anything else to add, then I think we'll 


Ex: Answer the questions or complete the sentences 


1 How does a chair person know about absentees for a meeting before 
hand? 


2 To get started, the chairperson 


3 What is the task of a minute-taker (secretary)? A minute-taker 


4 Why is drawing up an agenda for a meeting important? It helps 


5 Ifthe meeting attendees have a general agreement about a matter, they 
are said to 


6 If all the attendees vote for a proposal, then they are said to 
7 What happens if a chairperson can’t make it for a meeting? 


8 When you book a room for a meeting, and get in touch with participants 
to agree on a date for the meeting, you 


9 Before dealing with the first item of the agenda, the chairperson 


10 After dealing with AOB items, the chairperson 


Useful expressions in meetings 


Making Suggestions / recommendations 


Practice 1: a) Write the verb between brackets in the correct 
form 


b) In which situations you might come up with 
suggestions (7 to 11)? 


1 Irecommend (promote) John. 


2 My recommendation would be (promote) John. 

3 How about (start) a group for English learners? 

4 Perhaps we could (outsource) a company for this project. 
5 Itis crucial that Mark ( be) aware of his weaknesses. 


6 It is high time we (make) some changes around here. 


7 What about (try) something completely different? 

8 Shall we (start) by trying to understand the root cause? 
9 Why don’t we (invest) more of the budget in training and 
development? 

10 It might be a good idea (contact) IT. 

11 Have you tried (restart) your computer? 


a) Circle the possibly correct answer(s) to complete the 
sentences. There might be one, two or no possible answer 


1 You could / ought / would rather to devote 
more time for reading. 
2 You might want / Howabout / I suggest starting 


a group for English learners? 


3 Howabout he / Ihighlyrecommend he /_ Perhaps, 
he could uses this protocol. 


4 She recommended / What about / Have you 
considered call their customer immediately ? 

3 Itis essential that / Let’s / whydon’t 

we be informed as soon as you finish. 

6 Wouldn't it be better / Have you thought about / 
Would you consider applying again for the position. 


7 Have you tried / It might bea goodidea / Why 
don’t we _ investing more of the budget in training and 
development? 


8 Itis hightime / Itiscrucialthat / Whydon’t 
we carried out some research to understand the customers’ 
behavior. 


b) What changes in verbs we have to make if we consider 
keeping the wrong expressions? 


Practice : 


A Read the situations (1 to 5 ) and make one 
suggestion and one recommendation about each 
situations. 


1 You work in a team. Each one of you has to accomplish a task. 
The thing is that some team members, including you, may not 
meet the deadline. Your team leader suggests: 


2 You are a retailer, and you lead a team of sales representatives. 
Sales have been going down recently. One team member 
suggests: 


3 You run a large business. That is why, you have lots of 
responsibility than you can handle. One of your employees 
suggests: 


4 You intend to launch a new product, and are looking for new and 
creative ideas to make your product attractive to customers. 
One of your colleagues suggests: 


5 You work in a company. One of your managers Is really 
aggressive, and intimidates you to get tasks done. One 
colleague recommends: 


Exercise: Write expressions you may use to: 


Politely Make Requests for more information in meetings 


Invite discussion of points of view 


Raise concerns around an issue 


Practice: 


1 Tanaka: Have you heard that Mr. Chan has been promoted to 
be the area manager? 


Omura: I think he is a right person for that position. 


Keiko: _ __ (shows total agreement). His experience 
and educational background are great and fantastic. 


2 Odi: [| think English is a very difficult language to learn. 


Steven: _ (shows polite disagreement) _ you 
just need practice every day and it will be very easy. 


Decision-making process in meetings 
what kind of skills might be useful in decision-making meetings? 


we'll explore techniques such as : 


framing a decision, 
inviting discussion: Asking for opinion/ points of views 
raising concerns 


requesting more information. 


1 Decision framing 


The way that a choice /issue is worded and structured. Decisions 
may be framed to : 

improve a decision making process to produce high quality 
decisions 

influence decision makers 


a) Preserving ambiguity 
Consider these two statements 
What type of park should we create? 


What type of public space should we create? 


The second statement: 
leaves open more possibilities 
avoids imposing constraints too early 


Creativity of constraints 


The more constrained decision statement requires more creative 
alternatives. 


Constraints can be added and removed from a decision statement 
to generate alternatives: 


C) Positive/Negative framing 
What steps should we take to delight every customer? 


What should we do to prevent customer dissatisfaction given that 
our products are lower quality than the competitions? 


Framing a decision in an optimistic/pessimistic light 


d) False dichotomy 


An incorrect assertion that a decision is between two alternatives 
when more options exist. 


Example: Do we want to compete on price or quality? 


Exercise: Write expressions you may use to: 
Invite discussion of points of view 
Politely Making Requests for more information in meetings 


Raising concerns around an issue 


Ex: Respond to these meeting situations 


You are a Chairperson 


Set this goal for a meeting: raise funds for a new project 
Raise concerns about: Inadequate financial 
resources 


You are a minute-taker 


You need more time for submitting a report. Make a request to 
the chair 


Describing business /economic trends 


¢ Types of graphics 


beard of Geecen 
Rerepes Devt 
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° B-pie chart D- line graph 
A- flow chart C- bar chart 


¢ Ex 2: Uses of graphs and charts: Complete the sentences 


percentages comparisons hierarchical time 


1-Line graphs show specific variation in data, often on a 


line. 


2-Bar charts illustrate in trends. 


or distribution of a whole piece of data. 


3-Pie charts show 


4-Flow charts illustrate organisation of information according to a 


structure. 


¢ Uses of graphs and charts 


-Line graphs show specific variation in data, often on a time line. 
-Bar charts illustrate comparisons in trends. 
-Pie charts show percentages or distribution of a whole piece of data. 


-Flow charts illustrate organisation of information according to a hierarchical 
structure. 


Ex: The sentences below, taken from a presentation, were used to 
describe the graph on the right. Put them in the correct order 


_1___c- This line graph shows variations in the market share of Lifestyle 


Today for the first six months after it was launched in April 2017. 
_2__ h- Overall, the programme’s market share saw an upward trend. 


__3___ e- As you can see, we started off with a rather low market share of 
about 7%. 


4 ___ g- Audience ratings improved significantly, climbing to 10% in May. 


_5___ a- In June, however, the programme’s market share plunged to 6%. 


__6__d- This drastic decline has a simple cause. We lost a large part of 
our audience to live transmissions of two major sporting events: Wimbledon 


and the Confederations Cup. 
__7__ f- Fortunately, this was only a temporary setback. 


_§8__ b- Over the next three months, the figures kept rising steadily and 
reached record levels each month: 11% in July, 12% in August, and 14% in 


September. 


e Use the expressions to describe variations in the graph 


fluctuated mildly asharpincrease reached a peak 
rose steadily dropped slightly a dramatic and sudden fall 


The amazing disintegrating firm 
The Enron share price (US$), 1991-2001 


1991 1992 1993 1994 1995 1996 1997 1998 1999 2000 2001 


This line graph displays variations of the Enron share price in US dollars over 
a decade (ten years) ending in 2001 when the firm went insolvent/ bankrupt. 
By overviewing the graph, we notice that the year 1998 was a turning point 
in for the firm as we saw an unexpected and huge instability in share prices . 
In 1991, share price started rather low at just over $10 and rose steadily until 
1993 when it dropped slightly in the following year. Between 1994 and 1998, 
share price fluctuated mildly. Amazingly, there was a sharp increase in its 
value which reached a peak at $90 in the year 2000, followed by a dramatic 
and sudden fall in the following year when share price hit a low of less than a 


$1. 


Sr ee re en en agee wwrneeres ree 


Look at the following sentences and decide which graph or chart goes best with the description. 


Si : [i 
IN nn] a ' | 


0 
| 03 04 05 06 O7 | 03 04 05 06 07) | 03 04 05 06 07} 03 04 05 06 07| 


1 Figures have increased slightly. [3 7 There have been some fluctuations. (J 
2 Figures have increased dramatically. (J) 8 The situation was pretty bad, but is 

3 Figures have increased steadily. LJ now improving slowly. J 
4 This is a significant drop. LJ 9 Profits have been falling since the fire. (] 
5 This is a gradual drop. J 10 We're hovering at around 3%. | 
6 The situation is stable. LJ 


Ex 6: Fill out the table with phrases showing [ direction + level of 


change ] 


— 


\ 


improved 
significantly 


a sharp increase 


increased 
dramatically 


rising steadily 


rose steadily 


increased 
slightly 
increased 
steadily 


improving slowly 


rather low 


a temporary 
setback 


dropped slightly 


a gradual 
drop 


plunged 
a drastic decline 


a dramatic and 
sudden fall 


a significant 
drop 


Same exercise : describing the stock 


market changes 


rose gently dropped slightly fell sharply 


went up half a cent gained slightly hit a new high 
weakened 

went into free fall levelled off remained steady gained 
strongly 

gained some ground rose sharply remained 
level 

hit a new low went down several cents 
soared 

plummeted bottomed out fell very slightly 
Slid a little 


shot up Slipped half cent plunged 


Verbs/Nouns: direction of change 


Level out / off 


Maintain the 
same level 


¢ Degree of Change: Adjectives 


sudden considerable slight 
gradual quick steady 
dramatic abrupt moderate 
significant slow sharp 
substantial rapid 


Complete the descriptions for each graph 


a) The price ‘ 

before and then maintaining the 
same level. 

b)The sales of our products in the 


final quarter. 
c)The value of the shares has shown a 
d)Over the first year, sales (have) 

50 per cent of the present level. 


A Ses hi 


a) The price increased dramatically / significantly, reached a peak before 
falling moderately and then maintaining the same level. 
b)The sales of our products fell slightly in the final quarter. 

c)The value of the shares has shown a sharp / drastic decline. 

d)Over the first year, sales have fluctuated sharply around 50 per cent of 
the present level. 


e)The investment level (has) 


f)There has been a in costs over several years. 
g)The in share prices has surprised everyone. 
h)The budget (has) over the past few years. 


aaa 


e)The investment level has gone up abruptly. 
f)There has been a substantial increase in costs over several 
years. 


g)The sudden collapse in share prices has surprised everyone. 


h)The budget has risen significantly / considerably over the past 
few years. 


Complete the descriptions about the graphs 


1 interest rates for a time and then till they 
and reached a peak. 


1 interest rates remained stable for a time and then fluctuated mildly till 
they rose significantly / sharply and reached a peak. 


2 there was a in profits, which then till they 
and hit a low. 


2 there was a slight rise in profits, which then stabilized till they collapsed 
and hit a low. 


3 we Saw a in spending, which for a time, then 


3 we Saw a gradual / slow increase in spending, which levelled off for a time, 
then grew considerably / gained some ground. 


4 sales figures , then and then 


4 sales figures grew moderately , then went down steadily and then 
decreased more sharply. 


¢ Write a paragraph to describe the graph below. 


Write a paragraph to describe the 


graph below. 
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Week Number 


This Graph SHOWS: 2.cuwarncmnaieiamwreriee . Overall, profits were 
habihccontevedach In the first five weeks, .......................... by half a million. 
POHLS VGN sicpncandcianserenrmenieasa to reach 3 million. However, these 
TUITE CS vas dvedesaningasnnseswensnn eae: between weeks 8 and 11 and fell back to 
Ue Vale OL ccucasavcapidanddiaceosins ¢ LACK, OI GOILS: sicanessacansrasdeerneratunane 
BUA ANG sasudesevnderdandoieceereeenders at 3.5 million in week 15. After this 


period, on the other hand, profits ...............ccccececeeseeeeeseneeeees . Finally, 


after week 21, these figures ...............ccccecesececeeeeeeeeeeeeeeees just under the 


value of 3 million. 


This line graph shows the variation in profits over the past 23 weeks. Overall, 
profits were unstable . In the first five weeks, profits rose slightly 
(moderately) by half a million (from 1 to 1.5 million). Profits even improved 
considerably to reach 3 million. However, these figures dropped dramatically 
between weeks 8 and 11 and fell back to the value of 1.5 million. Luckily, 
profits recovered again and reached a peak of 3.5 million in week 15. After 
this period, on the other hand, profits fluctuated sharply. Finally, after week 
21, these figures have levelled off just under the value of 3 million. 


¢ Describing business trends 


Write a description of variations of a company’s sales trends based 


on the line graph below 


1 introduce the graph : its type, function, and the variables at play 


2 describe the general trend: is it upward, downward, or 


fluctuating? 


3 divide the graph into identifiable sections. Describe variations in 
each section reporting information about direction and level of 


change. 


1 


| J 1 I | J 1 1 1 
Jan Feb Mar Apr May June July Aug Sep Oct Now 


This line graph 
shows 
variations in 
sales in 
million dollars 
over a year. 
Overall, sales 
were unstable. 
Sales started at 
15 million 


dollars. It may 


be clearly seen that sales rose steadily in the first half of the year, and 


reached a peak in mid-June. However, sales dropped significantly in July 


and levelled off in August. After a sharp increase during September, 


they declined abruptly again in October. Finally, sales fluctuated mildly 


in November and December around 10 million. 


Describing Pie Charts 


Structure your description in a five- element model 


e Structure of pie chart description 
Step_1: introduction 


Write one sentence explaining what the graphs shows. You can paraphrase 
the title. 


Step 2 overview: 
What are the major overall trends 

Step 3 Organise your findings into two main features 

Look for the biggest and smallest sections (exceptions) of your Pie Charts 
Step 4. summarise your description. Make comparisons where relevant. 


Step 5 Interpreting the conclusions 


Practice: put the sentences in order according to the structure outlined 
above 


Social Media Users in Jamestown 


2018 
2 


@13-25 26-35 36-45 © 46-55 m Over 55 


a) In stark contrast, the category with the lowest percentage of users, 
people older than 55, comprised a tiny 2% of all users. Furthermore, 
those between 46 and 55 years of age contributed 10% and people aged 36 
to 45 made up nearly a fifth. 


b) The given pie chart provides information about the proportion of 
people using digital networking according to age group for Jamestown 
for the year 2018. 


c) In terms of the most significant feature of the chart, the largest 
category of digital communicators was the group aged 13 to 25, 
which accounted for40% of the total users. In addition, the next 
important segment of the population using social media, was those aged 
between 26 and 35. 


d) Overall, the general trend was that the older a person was, the less 
likely they were to use digital networking. 


e) In short, social media use for Jamestown during 2018 decreases with 
age group. 


f) This group’s contribution was slightly lower at 35%. Moreover, added 
together, these two categories made up more than half of all those who 
used social media platforms in 2018, in Jamestown. They accounted for the 
vast majority of users, at 75%. 


Correction: 


b) The given pie chart provides information about the proportion of 
people using digital networking according to age group for Jamestown 
for the year 2018. 


d) Overall, the general trend of Jamestown’s social media users during 
2018 was that the older a person was, the less likely they were to use digital 
networking. 


c) In terms of the most significant feature of the chart, the largest 
category of digital communicators was the group aged 13 to 25, 
which accounted for40% of the total users. In addition, the next 
important segment of the population using social media, was those aged 
between 26 and 35. 


f) This group’s contribution was slightly lower at 35%. Moreover, added 
together, these two categories made up more than half of all those who 
used social media platforms in 2018, in Jamestown. They accounted for the 
vast majority of users, at 75%. 


a) In stark contrast, the category with the lowest percentage of 
users, people older than 55, comprised a tiny 2% of all users. 
Furthermore, those between 46 and 55 years of age contributed 10% 
and people aged 36 to 45 made up nearly a fifth. 


e) In short, social media use for Jamestown during 2018 decreases with 
age group. 


¢ Percentages and fractions 


Written form Percentage 
Fraction 


a fifth 20% 
1/5 
a half 50% oe: 
a third 33% 1/3 
a quarter 25% 1/4 
two thirds 66% 2/3 
three quarters 7a. 
3/4 
one in ten 10% 
1/10 
¢ Percentage Qualifier 

1 52% a) precisely a third of 

Z 77% b) nearly a half 

3 67% C) just under a fifth 

4 18% d) approximately two thirds 

5 A9% e) just over three quarters 

6 32% f) roughly a quarter 

7 24 % g) almost a third 

8 33% h) over a half 
Percentage Qualifier 
52% over a half 


77% just over three quarters 


67% approximately two thirds 


18% just under a fifth 

49% nearly a half 

32% almost a third 

24 % roughly a quarter 
33% precisely a third of 


Write the percentages in the form of fractions (in approximations) 


e 
Ex: Write the percentages in the form of fractions (in 
approximations) 

Percentage Fraction 

° 52% S shanadensuesbanbansnasvnenecnsaseberes teen 

° FOV: 2 cocpiunienedessevietescuseseeriuaseineastys 

° TOY. 2 wudscasewdcsanedivatecseiuvesviludeswivssek 

° GCG 4 Sieventanvssetassnesasssecausndcaesseianuen 

° WOYG: 2 asussienevsedisvenecayanctavsenswestaaveas 

° COG 4: siwseppensepeetasvsawidecsvecneaseessaaeds 

° 5% * ‘saauasoabades Maieveadeuslteswoeabaddcabaids 

° LIU. 2 cewsvacsinsieasdiaiwetjommesieansieastin 


° LOY: 2° ‘wésenscacenindecascsbentdecanvarwenteosanis 


Ex: Write the percentages in the form of fractions (in 


approximations) 
Percentage Fraction 
© 532% © Serstense slightly over a half 
« 73% S Maaiwaidceseiaues roughly three quarters 
« 76% t yossinadurcienn just over three quarter 
° 65% S eusaseanaeadpas nearly two thirds 
° 40% S: -Guvhedotweaskeeiieses precisely two fifths 
* 68% S avidacensenwensksnine over two thirds 
* 5% S \aapesnensessvantes a tiny fraction 
© 23% S ievseuwceuevesavaeed almost a quarter 
°° 19% S- depen an udceeenedeuses approximately a fifth. 


¢ Announcing distribution (percentages) 


© tier comprised a tiny 2% of all users 

©: seeanniee contributed 10% 

© seaawanda’ made up nearly a fifth 

© peeseunes accounted for the vast majority of users 


Complete the description of the pie chart 


The pie chart below shows the distribution of employees on the basis 
of their qualification. 


®@ Graduate 


@ Post-Graduate 


@ Ph.d 
The given pie chart 
Generally, the number of employees 
It is clear that is represented by 
graduate people. 
This category of employees. 
However, a of these employees, which 


, has taken up post graduate studies. 


The lowest category of employees, only (7%), managed to 


All in all, most students tend to seek jobs immediately 


The given pie chart illustrates the proportions of employed people as a 
function of their degrees . 


Generally, the number of employees decreases as we go up the 
educational level . 


It is clear that the most significant segment of the chart is represented 
by graduate people. 


This category accounts for nearly three quarters of employees. 


However, a small minority of these employees, which makes up just over 
a fifth, has taken up post graduate studies. 


The lowest category of employees, only a tiny fraction (7%), managed to 
obtain a Ph.D degree. 


All in all, most students tend to seek jobs immediately as soon as they 
graduate from university. 


Complete the sentences : 


1 Acompany bought some goods on credit 


A company owes money to a supplier 


2 A business took a bank loan 


A business borrowed an amount of money from a bank 


3 Acompany has some debts 


A bank lent money to a company 


Ex: Match the terms to their definitions 


1 Indirect costs such as rent and bills a) current assets 
2 Amount of money from sales b) overheads 

3 Buildings, equipment c) depreciation 
4 Cash, inventory, accounts receivable d) insolvency 

5 Owners of a company’s shares e) turnover 

6 When a fixed asset loses its value with time f) shareholders 
Zz Loans, deferred taxes g) long-term 
liabilities 

8 When liabilities are more than assets h) fixed assets 
9 When revenue are more than expenditure i) profit 


Ex 1: Write the word that matches each definition 


1 A person whom you owe money is called : creditor 


2 Money borrowed from a bank is a : loan 


3 Borrowed money that has to be paid back constitutes a 
: debt 


4 The amount of money a company receives from sales in a particular 
period is called : turnover 


5 The money a company makes after taking away its costs is its 
7 : profit 


6 The total amount of money that is made by a business during a 
periodis _: revenue 

7 A company who cannot pay his/her debts may be declared ___ by 
acourt: bankruptcy 

8 The technical meaning of insolvency is that a person or company's 


liabilities exceed their assets. 


9 (the value of ) raw materials, work in progress, and finished 
products which and ready for sale stock (GB) or 
inventory (US): 

10 the various indirect costsof operating a business that cannot be 
charged to any one product, process or department overheads: 
11 the loss in value of a fixed asset during the years it is in use 
(charged against profits): depreciation: 


Reading: Financial Statements 


Read the text about financial Statements and answer the questions 
below 


Companies are required by law to give their shareholders certain financial 


information. Most companies include three financial statements in their annual 


reports. The profit and loss account shows revenue and expenditure (expenses). 


It gives figures for total sales or turnover (the amount of business done by the 
company during the year), and for costs and overheads. The first figure should be 
greater than the second: there should generally be a profit - an excess of income 
over expenditure. Part of the profit is paid to the government in taxation, part is 
usually distributed to shareholders as a dividend, and part is retained by the 
company to finance further growth, to repay debts, to allow for future losses, and 
so On. 

The balance sheet shows the financial situation of the company on a particular 
date, generally the last day of its financial year. It lists the company’s assets, its 
liabilities, and shareholders’ funds. A business’s assets consist of its cash 
investments and property (buildings, machines, and so on), and debtors - amounts 
of money owed by customers for goods or services purchased on credits. Liabilities 
consist of all the money that a company will have to pay to someone else, such as 
taxes, debts, interest and mortgage payments, as well as money owed to 
suppliers for purchases made on credits, which are grouped together on the 
balance sheet as creditors. Negative items on financial statements such as 
creditors, taxation, and dividends paid are usually printed in brackets thus: (5200). 

The basic accounting equation, in accordance with the principle of double-entry 
bookkeeping, is that Assets = Liabilities + Owners’ (or shareholders’) Equity. 
This can, of course, also be written as Assets - Liabilities = Equity. An alternative 
term of Shareholders’ Equity is Net Assets. This includes share capital (money 
received from the issue of shares), sometimes share premium (money realized by 
selling shares at above their nominal value), and the company’s reserves, including 
the year’s retained profits. A company’s market capitalization - the total value of its 
shares at any given moment, equal to the number of shares times their market 
price - is generally higher than shareholders’ equity or net assets, because items 
such as goodwill are not recorded under net assets. 

A third financial statement has several names: the source and application of funds 
statement, the source and uses of funds statement, the funds flow statement, the 
cash flow statement, the movements of funds statement, or in the USA the 
statement of changes in the financial position. As all these alternative names 


suggest, this statement shows the flow of cash in and out of the business between 


balance sheet dates. Sources of funds include trading profits, depreciation 


provisions, borrowing, the sale of assets, and the issuing of shares. Applications 
of funds include the purchase of fixed or financial assets, the payment of dividends 


and repayment of loans, and, in a bad year, trading losses. 


If a company has a majority interest in other companies, the balance sheets and 
profit and loss accounts of the parent company and subsidiaries are normally 


combined in consolidated accounts. 


The balance sheet 


Assets 


Current assets 
Cash $76,000 $70,000 
Accounts recetvable 92,000 90,000 
nventory 110,000 80,000 
Total Current assets 278,000 240,000 
Long-term assets 
Furniture, equipment, 
net of depreciation 90,000 120,000 
Total Assets 368,000 $360,000 


Liabilities and Owner's equity 
Current liabilities 


Accounts payable $70,000 80,000 
Long-term liabilities 

Loan 100,000 100,000 
Total Liabilities 170,000 180,000 
Owner's equity 198,000 180,000 
Total Liabilities 


and Owner's equity $368,000 $360,000 


The profit and loss account 


Revenues 
Sales 


Interest income 
Total Revenue 


Expenses 


Cost of goods sold 


Depreciation 
Advertising 


Salaries and wages 


insurance 


Research and development 


Supplies 


interest expense 


income taxes 


Total Expenses 


Net Income 


Ex 1 : Complete the tables outlining the elements and use of each of 
the three financial statements from the text 


The balance sheet 


financial situation ona 


particular date 


Shareholders’ 
Assets Liabilities funds (Equity) 
cash investments Payment of: share capital 
property: buildings Taxes retained profits 
machines Debts 
jabiers interest 
mortgage, 


goodwill 


creditors: 


Suppliers 


The profit and loss account / income statement 


expenditure 
revenue 


turnover costs and overheads 
government taxation 
shareholders’ dividend 
debts repayment 


Cash flow statement: the source and application 
of funds statement 
changes in the financial position. 


trading profits purchase of fixed or financial 
assets 


depreciation provisions 


the payment of dividends 
borrowing 

repayment of Loans, 
the sale of assets 

trading Losses. 


the issuing of shares 


Ex 2: Complete the descriptions of financial statements with 
appropriate words from the list: 


revenues covered’ statement dues situation subsidiaries 
combined movementexpenditure parent amount 
worth accrued 


1 The balance sheet: 
1 The balance sheet: 


This statement of financial position shows a firm’s 
financial situation at a specific time. 


2 The profit and loss account: 


This shows a firm’s revenues and 

expenditure for a period, the amount of profit that is 
reinvested in the firm (or losses to be covered), dividends 
paid to the shareholders, the accrued net profits from 
any previous year’s trading and tax dues. 


3 The cash flow statement: 


This document shows the movement of funds for a 
period of time. 


4 The consolidated financial statements: 


These combined financial statements of a 
parent company and its subsidiaries 
, Showing assets, liabilities, and net worth 
for the whole organization. 


Ex : Write these account categories under the correct column 


accounts payable dividends accounts receivable 
Jand and building 


long term debt inventory accrued expenses 
investments 
deferred taxes cash and equivalents 


Assets Liabilities 


Inventory accounts payable 


accounts accrued expenses 
receivable dividends 

land and building | deferred taxes 
investments long term debt 
cash and 

equivalents 


Ex: Match these terms to their meanings 


1 the owners' share of a business: equity 

2 The process of including the figures of subsidiaries in the accounts of a 
holding (parent) company: consolidation 

3 Money that a company owes to a bank, and will have to be paid in the 
future: debt 

4 A part of profits paid out to the owners of a business as a return on their 
investment: dividend 

5 Owned by a company, but cannot be quickly turned into cash. They 
include land, buildings, machinery, equipment, furniture, and long-term 
investments: fixed assets 

6 An accounting expense that shows the loss in value of a fixed asset: 
depreciation 


7 The supply or stock of goods and products that a company has for sale: 
inventory 

8 This happens when something is acquired for a business , for example, an 
asset is purchased, salaries are paid, and so on: expenditure 

9 Acareful review of financial records to verify their accuracy: audit 

10 A statement of the financial position of a company at a single specific 
time. It lists all assets, liabilities and capital : balance sheet 

11 A Legal process in which the debts of an insolvent person are liquidated. 
During this process, the debtor's assets are held and managed by a court: 
bankruptcy 


12 Money which is borrowed from a bank to buy a property such as a 
house, a building or land: mortgage 
13 the amount of business sales done by a company overa year: turnover 


14 This shows a firm’s revenues, expenditure for a period, and the amount 
of profit that is reinvested in the firm (or losses to be covered): 

15 The money earned for a week’s manual work : wage 

16 A business that provides goods or raw materials to other businesses 
such as wholesalers and manufacturers: supplier 

17 A financial statement that shows changes in a company’s financial 
position by looking at the movement of cash in and out of the company’s 
accounts: source and application of funds 

18 Money that will have to be paid as tax in the future: deferred taxes 


19 Expenses that have accumulated or built up during the accounting year but will 
be paid until the following year: accrued expenses 


Ex : Match the financial accounts (a_ to i) to the correct rubric of the 
statement of financial position below. Write the words/phrases in the spaces 
given 


a- current assets b- share Capital c- fixed assets d- 
Assets 


e- equity of consolidated subsidiaries 
f- mortgage g- liabilities 
h- buildings and other property 


i- expenditure j- the balance sheet 


k- overheads I accounts payable 


Generally Accepted Accounting Principles 
(GAAP) 


Ex 1 : Match each (GAAP) to its meaning 


1 The going concern principle 
2 The matching principle 
3 The prudence principle 


4 The consistency principle 


The consistency principle 

The idea that accounts should be prepared on the same basis 
from one year to the next 

The going concern principle 


The idea that financial information can only be reported correctly 
on the basis that the company will be able to operate in the future 


The prudence principle 


The idea that financial information should be reported 
conservatively, so that it is not possible that the overall value of a 
company is overstated 


The matching principle 


The idea that amounts should be recorded at the time they occur, 
not when cash is paid or received 


Accounting principles (full list) 
Matching Principle 


A - states that all expenses must be matched and recorded with their 
respective revenues in the period that they were incurred instead of 
when they are paid. This principle works with the revenue recognition 
principle ensuring all revenue and expenses are recorded on the 
accrual basis. 


Objectivity Principle 


C - financial statements, accounting records, and financial information 
as a whole should be independent and free from bias. The financial 
statements are meant to convey the financial position of the company 
and not to persuade end users to take certain actions. 


Historical Cost Principle 


D - requires companies to record the purchase of goods, services, or 
capital assets at the price they paid for them. Assets are then remain 
on the balance sheet at their historical without being adjusted for 
fluctuations in market value. 


Conservatism Principle 


E - accountants should always error on the most conservative side 
possible in any situation. This prevents accountants from over 
estimating future revenues and underestimated future expenses that 
could mislead financial statement users. 


Revenue Recognition Principle 


F - requires companies to record revenue when it is earned instead of 
when it is collected. This accrual basis of accounting gives a more 
accurate picture of financial events during the period. 


Full Disclosure Principle 


G - requires that any knowledge that would materially affect a 
financial statement user’s decision about the company must be 
disclosed in the footnotes of the financial statements. This prevents 
companies from hiding material facts about accounting practices or 
known contingencies in the future. 


Consistency Principle 


H - all accounting principles and assumptions should be applied 
consistently from one period to the next. This ensures that financial 
statements are comparable between periods and throughout the 
company’s history. 


Accrual principle 


l- an accounting concept that requires transactions to be recorded in 
the time period in which they occur, regardless of when the actual cash 
flows for the transaction are received. The idea behind the accrual 
principle is that financial events are properly recognized by 

matching revenues against expenses when transactions - such as a 
sale - occur, rather than when the actual payment for the transaction 
may be received. 


Business correspondence : Formality of 
English style 


Elements of a supply chain 


1 A supplier g) provides raw material to 
manufacturers 

2 A retailer f) a company or a person that brings goods to 

the ultimate user / customer in outlets 

and shops. 

3 A wholesaler e) a business that sells goods in large 
quantities 

4 A warehouse b) location for storing materials or 
products. 


5A forwarder Cc) arrange transport modes and documents 


to other businesses 
6 Adistribution center’ d) delivers a particular type of product to 
retailers. 


7 A Manufacturer a) converts the material into products. 


¢ b-Complete this supply chain with: 
warehousing- retailer - consumer - manufacturer- wholesaler - 
supplier - forwarder 


Consumer 


Formal style of English correspondence 


A Formal style in business correspondence 


What is the difference? 


1 Can you come ? 
Will you be able to join us? 
2 Could you possibly join earlier? 
Can you come before? 
3 Hope to hear from you soon 
We look forward to receiving an answer 
4 It may be necessary to contact him before we make a decision 
We need to talk to him before we decide 
5 You may ship the parcel at your earliest convenience 
Please send us the box as soon as possible 
6 Necessary action will be taken to solve this issue 
We’ll need to deal with this problem 
7 Lessons need to be learnt from the mistakes which we made. 
I hope you can learn from where you went wrong 
8 It is necessary to verfiy the data before we proceed. 
We need to check stuff before we carry on. 
9 We regret to advise you about the delay in supplies 
I ‘m sorry to tell you that goods will arrive late 
10 You are required to collect your possessions and vacate the premises. 
You need to take your personal belongings and leave the building. 
11 It may be difficult to make any progress unless these matters are resolved 


We won’t be able to get anywhere until we sort this out. 


A Formal style in business correspondence 
¢ Informal style 


| am writing about our letter that was sent on October 10 
where (1)we asked you to (2) pay a debt of £ 1, 994, which 
(3) should have been paid last July. 

Since our bank didn’t (4) tell us that this (5) debt has been 
paid back, we are forced to contact our (7) lawyer to take 
the (6) case to court. 


a more formal style 


Dear Mr Smith 


| refer to our previous correspondence sent on the tenth of October in 
which you (1) were required to (2) clear the balance of £ 1, 994 on your 
account, which has been (3) outstanding since July. 


As we have not been (4) advised by our bank that the (5) account has 
been settled, we shall have to consider handing over the (6) matter to our (7) 
solicitors. 


Yours sincerely 
Brian Rohn 


Accounting manager 


Ex: Match the sentences that have similar meaning 


1A 2D 3B 4F 5C 6 E 7h BJ 


e A Formal Vs. Informal Style 
1 We expect to receive your remittance within seven days. 
F 


a We want you to pay us in less than a week. 


2 We are taking you to court to get our money back. 
d Unfortunately, we have no alternative but to 


take legal action to recover the debt. 
F 


3 Iapologize for not clearing t he balance earlier. F 
b_ Sorry I didn't pay you before now. 


4 It appears that this invoice has not yet been settled. F 
f It looks as though you haven't paid us yet. 


5 We would be grateful for another month to settle. F 
c Wecan't pay you in less than four weeks. 


¢ 6 Weare sorry for the trouble we have caused. 


¢ e We apologize for any inconvenience. F 


7 We confirm having received the letter 


h Weacknowledge receipt of the application F 


8 debts are due, but we have not paid them back yet 


g We have to clear outstanding balances 
F 


e Ex 2: Re-write these sentences in a less formal style 


e Example 
1 Formal: We would be pleased to cater a lunch after the meeting. 
Less formal : You are (friendly) invited to have lunch after the meeting. 


2 Would you draft a letter to Tom thanking him for referring us to our creditors? 


3 I would appreciate it if you could forward the team’s comments with 
regard to the designs. 
4 I wonder whether you could display the samples on the website. 


5 We would be pleased to supply any information should you have further 
enquiries. 


6 The task will be accomplished by the end of February provided that no 
unforeseen circumstances arise. 


7 I would appreciate a prompt reply quoting trade prices. 


Correction: 


2 Would you draft a letter to Tom thanking him for referring us to our 
creditor? 
Less formal : Please, write a thank-you letter to Tom for recommending us 
to our creditor. 


3 I would appreciate it if you could forward the team’s comments with 
regard to the designs. 
Less formal: Could you please send me the team’s comments on the 
designs? 
4 I wonder whether you could display the samples on the website. 
Less formal: is it possible for you to show samples on the website? 
5 We would be pleased to supply any information should you have further 
enquiries. 
Less formal: we’re ready to give/ provide more information if you 
have other questions. 
6 The task will be accomplished by the end of May provided that no 
unforeseen circumstances arise. 
Less formal: Work will be completed shortly before the end of May 
, on the condition that unexpected events don’t happen/ occur. 
(we don’t face any surprising problems) 
7 I would appreciate a prompt reply quoting trade prices. 
Less formal: we'd prefer / like to have a quick response/ answer 
(letter) that lists sales/ business prices. 


¢ B_ Titles and Complimentary close 


COMPLIMENTARY CLOSE 


TITLE STATUS 


married or unmarried male Yours sincerely 


|’ 
. 


< 
a 


married female Yours sincerely 
Miss unmarried female Yours sincerely 


married or unmarried female Yours sincerely 


op) 
= 
5 


ih 


male - name not known Yours faithfully 


Madam female -name not known Yours faithfully 


when unsure whether you are Yours faithfully 
addressing male or female 


Sir /Madam 


B Reminders: 


e Ex 1: Put in order these elements of a letter (Write numbers 
from 1to 9) 


Safiah Caffey 
This is a second reminder. 


Your account balance of $2,456 for the invoice dated May 30 
was due on June 30. 


Dear Mr. Lana, 
Accountant 
All payments are due, in full, within 30 days of receiving an 


invoice. 
Please remit payment no later than August 31. 


We look forward to continuing our valuable relationship with 
your firm . 


Sincerely yours, 


Exe | 


o Dear Mr. Lana, 


Your account balance of $2,456 for the invoice dated May 30 was due on 
June 30. 


All payments are due, in full, within 30 days of receiving an invoice . 
This is a second reminder . Please remit payment no later than August 31. 
We look forward to continuing our valuable relationship with your firm. 


Sincerely yours, 


Safiah Caffey 
Accountant 


¢ C Elements of written correspondence 


(2): Subject title (1): salutation expression 
(3): complimentary close (4): enclosure 


21 September 2019 
Ms B. Kaasen 


Bredgade 5 1 


DK1260, Copenhagen K 
DENMARK 


(1): 


(2) 


It appears from our records that, despite several reminders, the enclosed 
invoice N° 322 / 17 remains unpaid. Unless the account is cleared 
within 14 days from the date of this letter, we shall take legal action. 


(3): 


Donald Sampson 
Sales Manager 


(4): 


c.c. Messrs Poole & Jackson Ltd, Solicitors 


(2): Dear Ms. Kaasen 


(1): Reminder: Non-payment of invoice N° 322/17 

It appears from our records that, despite several reminders, the enclosed 
invoice N° 322 /17 remains unpaid. Unless the account is cleared 
within 14 days from the date of this letter, we shall take legal action. 


(3): Yours sincerely 


Donald Sampson 
Sales Manager 


(4): invoice N° 322 / 17 


c.c. Messrs Poole & Jackson Ltd, Solicitors 


¢ Ex 2: Read this letter and complete the reply below 
Dear Mr Jackson, 


It appears from our records that, despite several reminders, the 
enclosed invoice N° 322 / 19 remains unpaid. Unless the account is 
cleared within 14 days from the date of this letter, we shall take legal 
action. 


Yours Sincerely 
Donald Sampson, Sales Manager 


Enc. invoice N° 322/19 


c.c. Messrs Poole & Jackson Ltd, Solicitors 


the reply: 


Dear Mr Sampson 


I receipt of your letter of December 11, asking us to clear our 
balance . 
I not settling the account sooner; there have been delays in 


clearing all of our outstanding balances due to the unfortunate sick leave of 
Mr Noel, our accountant. While you claimed you had previously sent us 


other , your December 18 letter was the only one we 
received. 

Please find our cheque for £3,220, and accept our 
apologies for any . | wonder if in future you would let 
us settle my accounts by monthly statements, and agree to trade on the 
basis of facilities. We would appreciate that we 


receive a reply to this request the end of the month. 


It would be useful to get back to Poole & Jackson Ltd, Solicitors to cancel 


the procedure. We look to 
keeping our valuable relationship with your company. 
Yours , 


Mr Steven Jackson 
Enc. Photocopy of Cheque 


Dear Mr Sampson 

I acknowledge receipt of your letter of December 11, asking us to clear our 
balance . 

I apologise for not settling the account sooner; there have been delays in 
clearing all of our outstanding balances due to the unfortunate sick 
leave of Mr Noel, our accountant. While you claimed you had previously 
sent us other reminders, your December 18 letter was the only one we 
received. 

Please find enclosed our cheque for £3,220, and accept our apologies for 
any inconvenience. I wonder if in future you would let us settle my 
accounts by monthly statements, and agree to trade on the basis of 
open account facilities. We would appreciate that we receive a reply to 
this request by / no later than the end of the month. 

It would be useful to get back to Poole & Jackson Ltd, Solicitors to cancel 
the legal procedure. We look forward to keeping our valuable 
relationship with your company. 

Yours sincerely , 
Mr Steven Jackson 
Enc. Photocopy of Cheque 


¢ Open Account facilities: 
* a credit arrangement by which the customer is allowed to pay for 


commodities against monthly or quarterly statements. 


Ex 3: Fill in the gaps with the words given (two words 
are extra) 


Enclosure by forward yet within on due 


no later than reminder Sincerely Faithfully 
Dear Mr. Augustine, 


A balance of $ 1,456 for invoice number 4334-50 was _1 on June 30. As 
you know, all accounts are due _2 30 days. 

This is the second _3___ that we have sent you regarding this invoice. 
However, we have not received payment or any communication from 
you about this matter 4. > 


We would appreciate that you clear your balance 5 _ the 15 of July. 
Otherwise, we regret that we must turn over this claim to a collection 
agency which will contact you _6 the end of the month to settle 
the matter. 

We know you are a valued client, and we look _7___ to settling this account 
immediately. 

Yours 8 ; 


Alejandro Comar, Senior Accountant 


9 : a copy of invoice number 4334-50 


Dear Mr. Augustine, 


A balance of $ 1,456 for invoice number 4334-50 was _1 due on June 
30. As you know, all accounts are due _2 within 30 days. 

This is the second _3___ reminder that we have sent you regarding this 
invoice. However, we have not received payment or any communication 
from you about this matter 4 yet __. 

We would appreciate that you clear your balance 5 no laterthan_ the 
15 of July. Otherwise, we regret that we must turn over this claim to a 
collection agency which will contact you _6 by the end of the 
month to settle the matter. 

We know you are a valued client, and we look _7___ forward to settling this 
account immediately. 


Yours _8 Sincerely _, 


Alejandro Comar, Senior Accountant 


_9 Enclosure : a copy of invoice number 4334-50 


C Sales Enquiry: 
Quoting Prices , Discounts , and Terms of payment 


Methods of payment on credit 


e Bill of Exchange: a method of payment on credit by which the supplier 
gives credit to the customer for a specified period (e.g. thirty, sixty, or 
ninety days.) 


e Open Account facilities: a credit arrangement by which the customer 
is allowed to pay for commodities against monthly or quarterly 
statements. Bill of exchange: 

1 documents against payment (D/P) 

the importer pays immediately, i.e. on presentation or at sight. (= sight 
draft ) 

Exporter is able to retain control of the goods until the importer pays. 

2 after sight (D/S) (= usance) 

paid on or within the number of days specified on the bill 

3 documents against acceptance (D/A) 

the drawee will be asked to accept bill before handing over the shipping 
documents. 

The time of payment occurs at maturity of an accepted time draft 

¢ Cash Against Documents Transaction ( CAD), where the documents 
are handed over to the importer when cash has been paid. In these 
transactions, of course, there is no bill of exchange and the importer 

¢ (buyer) is not given credit. 


Types of discounts: 


* amount association similar deduction time 


Manufacturers and wholesalers sometimes allow a discount (i.e., a 

) on the net or gross price. These are of different kinds: 
- a trade discount to sellers in trades; 

- a quantity discount for orders over a certain : 

- a cash discount if payment is made within a certain ; 

- a loyalty discount when companies have a long trade 


Manufacturers and wholesalers sometimes allow a discount (i.e., a 
deduction) on the net or gross price. These are of different kinds: 

- a trade discount to sellers in similar trades; 

- a quantity discount for orders over a certain amount; 

-a cash discount if payment is made within a certain time; 

-a loyalty discount when companies have a long trade association 


e Ex 2: Complete the sentences with types of discounts 

1 - We allowa 3 % for payment within one month. 

2 - The net price of this model is £ 170.000, less 10 % for 
quantities up to 100 and 15 % discount for quantities over 100. 

3 - We do not normally give discounts to private customers, but because of 
your long association with our company we can offer you 12% 

off the retail price. 

4 - The prices quoted are CFR Yokohama, but are subject to a 20% 

off net price. 

5 -We can offer a further 10% off net prices for orders of 
more than 2,000 units. 

e Ex 2: Complete the sentences with types of discounts 

1 - We allow a 3 % cash discount for payment within one month. 

2 - The net price of this model is £ 170.000, less 10 % quantity discount 
for quantities up to 100 and 15 % discount for quantities over 100. 

3 - We do not normally give discounts to private customers, but because of 
your long association with our company we can offer you 12% loyalty 
discount off the retail price. 

4 - The prices quoted are CFR Yokohama, but are subject to a 20% trade 
discount off net price. 

5 -We can offer a further 10% quantity discount off net prices for 
orders of more than 2,000 units. 


e Ex 4: Read this letter and complete the reply below with 
appropriate words and expressions 


Dear Sir/ Madam 


We are a chain of retailers based in Birmingham and are looking for a 
manufacturer who can supply us with a wide range of sweaters for the 
men's leisure wear market. We were impressed by the new designs 
displayed on your stand at the Hamburg Menswear Exhibition last 
month. 


As we usually place large orders, we would expect a quantity discount in 
addition to a 20 % trade discount off net list prices. Our terms of 
payment are normally 30-day bill of exchange D /A. 


If these conditions interest you, and you can meet orders of over 500 
garments at one time, please send us your current catalogue and price 
list. We hope to hear from you soon. 


Yours Faithfully 
Peter Crane 

Chief Buyer 

F. Lynch & Co. Ltd 
Dear Sir, 


We were pleased to _1 your enquiry and to hear that you 


liked our range of sweaters. We can confirm that there would certainly 


be no trouble in 2 you from our wide selection of 
garments. 
We can offer you a _3 , Which would 


be 5% off net prices for orders over f£ 2,000, but the usual allowance for 


a 4 in Italy is 15 %, and we always 


deal on payment by sight draft, _5 


. However, we would be prepared to review this once we have 


established a firm _6 with you. 
_7 you will find our summer catalogue and price list 
8 prices CIF London. We hope very much that we can 


reach agreement on the terms quoted. Thank you for your interest. We 


look _9 from you soon. 


Yours 10 


Causio (Sig.) Sales Director 
Encs. Price list 
Dear Sir, 


We were pleased to receive your enquiry and to hear that you liked 
our range of sweaters. We can confirm that there would certainly be no 


trouble in supplying you from our wide selection of garments. 


We can offer you a quantity discount, which would be 5% off net 
prices for orders over f£ 2,000, but the usual allowance for a trade 
discount in Italy is 15 %, and we always deal on payment by sight 
draft, bill of exchange. However, we would be prepared to review this 


once we have established a firm trading association with you. 


Enclosed you will find our summer catalogue and price list quoting 
prices CIF London. We hope very much that we can reach agreement on 
the terms quoted. Thank you for your interest. We look forward to 


hearing from you soon. 
Yours faithfully 
Causio (Sig.) Sales Director 


Encs. Price list 


